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Communications

Contact Promissor to:

Obtain information about the examination administration that cannot be found in this
handbook

Make an EXPro reservation for testing

Cancd or change an EXPro examination reservation

Promissor/Code Enfor cement Officer Examination
PO Box 8588
Philadelphia, PA 19101-8588
1-(800) 470-8753

For best results:

Customer Care phone reservation lines are open Monday through Friday, 7:00 am. to
10:00 p.m. (Centrd Time), Saturday 7:00 am. to 4:00 p.m., and Sunday 9:00 am. to
3:00 p.m.. See Exam Registration on page 4

Whenever possible, call between Tuesday and Thursday or on weekends. These days
are not as busy and afford you a better opportunity to speak with a Customer Care
Associate about your concerns without delay.

Have apencil or pen available to record any additiona informetion.

Have your identification number reedy, if you have one.

Have alist of prepared questions.

Have this handbook available for reference and clarification.

Record the name of the Promissor Customer Care Associate with whom you spesk.
Consider faxing your EXPro examination reservation to Promissor. Use the fax
reservation form found in the back of this handbook. Y ou may fax twenty-four (24)
hours aday, seven days aweek.

Telecommunications Devices for the Deaf
Promissor is equipped with TDD (Telecommuncation Devices for the Dedf) to assst deaf and
hearing-impaired candidates. TDD cdling is avallable during dl Customer Care hours. This
telephone number isfor use by candidates with competible TDD equipment.

(800)274-2617 (TDD only)



I ntroduction

Objective of the CEO Exam

This handbook is designed to provide you with generd information regarding the Code
Enforcement Officers Regidtration Program (CEO) written examination process, as well as to
provide an overview of the content areas on which you will be examined.

The purpose of the CEO examination is to help ensure public safety by rdiably determining that
Code Enforcement Officers are sufficiently knowledgesble to provide code enforcement
services to the public. Each gpplicant for code enforcement officer registration who mests the
educationd requirements must successfully complete the written examination prior to the
issuance of aregidration.

Your gtate uses the services of Promissor, to administer and score the CEO  examingtion.
Promissor is one of the leading providers of assessment services to regulatory agencies and
national associations and provides licensing and credentiding support services to associations,
date agencies, the hedlth profession, and private indudry.

EXPro Testing System

Your written examination will be administered
on an dectronic testing system cdled EXPro.
The EXPro teging sysem diminates the use of
paper and pencil answer sheets. Examination
guestions and answers are presented on a
touch-sengtive screen. A computer memory
card records your responses and automaticaly
times the examination. EXPro dlows you to
change your answers, skip questions, and mark
questions for review. Knowledge of computers
and typing is absolutedy NOT required.

Establishing Passing Standar ds

The Code Enforcement Officer Regigration (CEO) examination measures the knowledge and
skills required in practice, and represents a standard of performance that CEO subject matter
experts agree is the minimum acceptable level for regidration in the profession.



Exam Registration

Eligibility

Each gsate has established criteria governing who may take an examination. Y ou must review
the materid didributed by your date agency to determine whether you meet digibility
requirements. In states where the regulatory agency determines your digibility to take the
examindion, you will be sent a Letter of Approva from that agency. Once you have received
goprovd to test from your state agency, you may cal Promissor to schedule your EXPro
examination reservetion. Please note: This exam may not be taken prior to the completion of
your training program.

Exam Reservations
A Cugtomer Care Asociate will help you sdect a convenient examination date and location,
provide specific ingtructions and directions, and answer any questions you may have.

Wak-in teging is not available. You may cdl Customer Care at 1-(800) 470-8753 to register
for an examination.

Call Customer Care

1-(800) 470-8753

Monday — Friday 7am-10 pm
Saturday 7am—4pm
Sunday 9am-3pm

Telephone Reservations

Have available the following information when you cal to make an examination appointment:

1. Your full name, address, Socia Security Number, daytime telephone number, and date
of birth;

2. The examination date and location of the assessment center you desire;

3. The name of the examination(s) you will be taking; and

4. Y our score report (if retaking an examination).

You will receve a Confirmation Number. Write this number down. You will need it to be
admitted to the assessment center on examination day.

Confirmation #:

Exam Date:

Assessment Center Location:

Customer Care Associate:




Y ou may make an gppointment to test up to three (3) business days prior to the next available
examinaion date. Reservations are made according to assessment center capacity and

avallahility. Please refer to the chart below.
Toteston
Cdl by or after the following:

Monday Thursday

Tueday Friday

Wednesday Saturday

Thursday/Friday Tuesday

Saturday/Sunday Wednesday

Fax Reservations

As an dternative, you may regiser by fax. Complete your resarvatiion form and fax to
Promissor at 1-(888) 204-6291, twenty-four (24) hours a day, seven (7) days a week. You
must make a reservation at least four (4) business days before the examination date desired. A
confirmation of this fax reservation will be returned to you within twenty-four (24) hours of
receipt of your reservation request. Examination reservations may NOT be canceled or changed

by fax.

Changing an Exam Reservation

To change or cancel your reservation without monetary pendty, refer to the following chart. If
you notify Promissor usng these guiddines, the examination fee, and the fee from your firs
appointment will be applied to your new test date.

If you call Promissor Customer Carein fewer than the number of days outlined in the chart, you
will be congdered a*no-show” and will be responsible for payment of the fee for the scheduled
test.

Absence Policy
If on the day you are scheduled to test you are unable to attend your examination, you may be
excused for the following reasons.

1. lliness—either yoursdlf, or an immediate family member
2. Degth in the immediate family

3. Disabling traffic accident

4. Court appearance or jury duty

5. Military duty

You must submit written verification and supporting documentation of the absence Stuation to
Promissor within fourteen (14) days after the origind examinaion date. Documentation for
medica absences must have the origind sgnature of the medicd practitioner. Stamped
sgnatures will not be accepted.



If you owe Promissor fees for amissed examination and you will not be taking an examination in
the near future, send the payment to Promissor at the address listed on the inside front cover of
this handbook. Include your name, Confirmation Number, Social Security Number, and date of
absence on your money order.

Exam Fees

Acceptable forms of payment include a certified check, cashier’s check, and money order made
payable to “Promissor” Cash, personal checks, and credit cardswill NOT be accepted. A
sngle payment that covers more than one person will not be accepted.

You areindividudly liable for the full amount of the examination fee once an appointment for an
examination has been initiated. If you cannot test for any reason, or decide not to tet, the
gppointment must either be changed or canceled according to the absence policy outlined on
page 5.

You are responsble for knowing dl regulaions regarding fees and examinaion scheduling as
presented in this handbook. There are no exceptions. Examination fees are non-refundable and
non-transferable.

Special Services

You must be approved by your state for special accommodations before Promissor can
agree to provide them to you. Promissor can provide an accommodation ONLY after itis
informed by your state that you qualify for the accommodation. Therefore, it is best to
first get approval for special accommodation from your state BEFORE calling Promissor
for a testing date and time Auxiliary aids and services will not be authorized by any date if
they would fundamentaly ater the nature of the examination or if providing them would result in
an undue burden for the state or Promissor.

Once you have been approved for specid testing arrangements due to impaired sensory,
manud, speaking skills, or another disability, you may mail or fax awritten request to Promissor
Test Center Operations. The specid request fax line is (610) 617-9397. Y our request should
include verification of date authorization, your name, address, Socia Security Number,
examination date, location and time requested, and a description of specia requirements. Y our
request must include supporting documentation from a physician (or other qudified professond)
reflecting a diagnosis of your condition and an accompanying explanation for examination aids
or modifications. Promissor will provide auxiliary aids and services, except where it may
fundamentally dter the examination results, or result in an undue burden.

Promissor recommends thet you request specia services as early as possble due to the unique
nature of each specid request. Promissor will make a concerted effort to provide reasonable
accommodations as permitted by date licenang agencies and individua assessment center
capabilities.

If you have additiond questions concerning ADA arangements, you may cal Promissor a
(800) 274-3707 or fax (610) 617-9397. If you need to retest, and specia arrangements were
used for the prior examination, please notify Promissor at the time you schedule your testing
session.

Promissor complies with the provisons of the Americans with Disabilities Act (42 USCG
Section 12101 et seq.) and Title VI of the Civil Rights Act, as amended (42 U.S.C. 2000e, et
seg.), in accommodating disabled candidates who need specia arrangements to take an
examingtion.

Non-Saturday Testing

In the event that an examination is offered only on Saturdays, candidates who cannot take the
examination for religious reasons may request a NonSaturday test adminidration. Such a

request must be put in writing on officid sationery by your religious advisor and sent to your
date regulatory agency. The agency will notify Promissor of your request. You must be
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approved for Non-Saturday testing by your date regulatory agency before Promissor can
schedule you for atest sesson.

Exam Day

Reporting Time

Examination sessions are scheduled for 8:00 am and 1:00 pm. Y our specific reporting time will
be given to you when you make your examination reservation. Please dlow yoursdf sufficent
time to find the assessment center. Make sure you have dl necessary documentation before you
report for registration. We recommend that you report to the assessment center thirty (30)
minutes before the beginning of the scheduled examination session for regigtration.

What to Bring
When regigtering a the assessment center, the candidates taking the CEO examination will be
required to have the following items:

1. Two (2) forms of identification, one of which is photo-bearing;
2. Confirmation Number;

3. Correct fees; and

4. A letter of digibility, if required by your Sate.

If you do not present dl of the above items on examination day, you will be denied admisson to
the test.

When You Arrive

When you arive at the assessment center, report to the center manager. Present your
Confirmation Number, identification, and any other required documents. The manager will
review your documentation and take your photo for your score report.

The assessment center manager will assign you a seet and assst you with your EXPro unit. You
will have an opportunity to go through atutorid on the EXPro System. Y ou may take as much
as fifteen (15) minutes with this tutoria and the assessment center manager will answer any
questions you may have about EXPro & this time. The time you spend on this tutorid will not
reduce the time dlotted for taking your examination. When you fed comfortable with EXPro,
you may begin your examingtion. If you choose to begin your exam before the full 15-minute-
period has eapsed, please be aware that other candidates may till be receiving assstance from
the proctor. The timing of the examination begins the moment you look at the first question on
your examingtion.

You will be given one and a haf (1% hours to take the examination. At the end of thistime,
EXPro will automaticadly turn off. You should dert the test center manager when you have
completed your test by raising your hand. Officid scoring of your examination will take place
immediatdy. You will leave the assessment center with your officid resultsin hand.

L ateness Policy
If you arrive late for the examination, you will forfeit the test reservation. Persons excluded from
tesding because of lateness will be consdered absent and will owe Promissor the full
examination fee.

Cancellations and Delays

Test administrations will be delayed or canceled only in emergencies. If severe wegther or a
natural disaster makes the center inaccessble or unsafe, the test administration may be
canceled.



It is essentid that you are notified of a cancellation or delayed start as early as possible. In the
case of westher emergencies, loca radio stations will announce updates regarding test delays
and cancdllations.

Assessment Center Regulations
To ensure that dl candidates are tested under equaly favorable conditions, the following
regulations and procedures are observed at each assessment center:

 If you arive late, after your examination appointment, you will not be admitted to the
examination and you will be respongble for the examingtion fee.

» Cdculators are permitted if they are: slent, hand-held, battery operated, non-printing, and
without an aphabetic key pad. Solar calculators are not recommended because the lighting
conditions required for EXPro are not sufficient to charge the caculator. Use of any other
cdculator is not permitted. Violation of this rule may result in dismissa from the examination.
Cdculator mafunctions are not grounds for chdlenging examination results or requesting
additiona examination time. Promissor will not provide caculators for the examination.

* Cdlular phones, beepers, or any other eectronic devices are not permitted during testing and
there is no place for storage of persona belongings at the assessment center.

* Dictionaries, books, or reference materias are not permitted in the testing room and you are
strongly urged not to bring such materids to the testing center. If you are found with these or
any other aids such as watch darms, listening devices, or recording or photographic devices
during the testing, you will not be dlowed to continue the examination.

* You are not permitted to take persona belongings such as briefcases, large bags, study
materids, extra books, or papers into the examination room. Any such materids brought into
the examination room will be collected and returned to you when you have completed the
examination. Promissor is not responsible for lost or misplaced items.

» No notes of any kind may be taken from the testing room.

» Scratch paper will be provided at the test center and will be collected at the end of your
examination. For security reasons, only one piece of scratch paper will be given to you at a
time. Please be aware that even if you have made memory-asssting notes on the first shedt,
you will be required to hand in the first sheet in order to receive another blank shest.

* You are not permitted to eat, drink, or smoke during the examination.

* You may leave the room during an examination with permisson from the proctor, but you
won't be adlowed any extratime for the examination.

* If you are discovered causng a disturbance of any kind or engaging in any kind of
misconduct—aiving or receiving help; using notes, books, or other aids; taking part in an act of
impersonation; or removing examination materials or notes from the examinaion room—you
will be summarily dismissed from the examination and will be reported to your Sate regulatory
agency. Decisions regarding disciplinary measures are the respongbility of your sate licensng
agency.

* No vistors, guests, pets, or children are alowed at the Promissor assessment center.

» Test centers are designed to be quiet and comfortable for candidates. Please be aware that
since centers are located in office buildings in mgor cities, some occasiona background noise
may be present. It is your respongbility to report any unusud digtractions to the proctor
before you leave the Site.

Note: The examination proctors are not familiar with the content of your examingtions nor your
state’' s regidration requirements. It is your responsbility to determine what examination or parts
of an examination you need to take. Examination proctors are instructed not to advise you on
requirements for regigtration.

The entire question pool, each form of the examination and any materials used to adminigter the
examination are copyrighted and the property of the Texas Department of Hedlth.

Security

The security and confidentidity of al examinaion materids and data are of utmost concern

during every phase of development, program implementation, and storage. Examination security

will be drictly enforced and any individud who has been determined to be in violaion of

security will be prosecuted. If you are found in violation of any security procedure, the following
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actions may be taken: your results may be delayed; your examination materias may be voided;
and/or your application for future examinations may be denied.

You are not permitted to discuss the contents of the examination or remove examination
materials from the testing sites at any time. All examinations and related materials are
copyrighted by the Texas Department of Health. All examination materials are
confidential. Any distribution of examination content materials through any form of
reproduction or oral or written communication about the examination is strictly
prohibited and punishable by law.

Scor e Reporting

Pass/Fail Notice
Y ou will recaive natification of your pass/fall status upon completion of the examination.

Candidates who pass will be notified with the word “Pass” Those who fall will be given an
overdl percentage score of the items they answered correctly. Faling candidates will aso
receive diagnogtic information in each of the examination content areas. All candidates will be
provided with the next step in the regidration or examinaion process. Appointments for
retesting are not made at the assessment center.

Re-Examination Procedures

To make an gppointment for re-examination, cal Promissor's Customer Care at the number
lisged on the ingde front cover of this handbook. Have your failing score report available when
you cal. Follow the procedures outlined on page 4 for making an examination appointment. On
the day of your re-examination, you must bring your faling score report and an Approva Letter
from the state agency to be admitted to test.

Duplicate Score Reports
Y ou may request a duplicate of your score report by completing the appropriate form found in
this handbook.

Candidate Feedback

Your state and Promissor believe that each candidate’ s opinion is important and welcome your
feedback of the examination experience. At the end of the examination, you will be asked a
series of questions on the EXPro testing unit regarding your experience with Promissor and with
the tegting process. These are optiond items that are in NO way linked to the scoring of your
exam. Additional opportunities for comments or feedback, both positive and negative, should
be directed in writing to:

Promissor/Code Enfor cement Officer Examination

PO Box 8588
Philadelphia, PA 19101-8588

How to Preparefor the Exam

Exam Structure

Each Code Enforcement Officer examination totas 55 questions and conssts of 50 multiple-
choice questions and 5 pretest questions.

Each quedtion on the examination is in a four-option, multiple-choice format with one correct
answer. Test scores are based on the number of questions answered correctly. Answers to
each question should be consdered carefully and the least likely ones diminated. However, in
the find andlysis, it is better to answer every question than to leave a blank.

The pretest items are not counted in the scoring of the examination. They are distributed among
the other scorable items and will be used for statistical purposes. Pretest items are Smilar to the



scorable items on the test and you will not know which items are scorable and which are not.
Y ou should therefore answer al examination questions.

Exam Content Areas

Zoning, Home Occupations, Signs, and Land Use Regulations
Housing, Substandard Structure, and Building Codes
Nuisance and Vehicle Regulations

Lega Issues, Condtitutiona Areas, and Forms of Government

Sample Multiple-Choice Questions
Multiple-choice questions thet are in the four-option format require the examinee to select the
best answer from the four choices provided.

Examples:

1

Code Enforcement Officersin the state of Texas are:

A. licensd
*B. registered
C. certified
D. permitted

As of September 1, 2002, code enforcement officers are required to obtain aminimum
of hours of continuing education within the 12 months preceding renewa of
thelr regidration.

*
Cow>
oo AN

* = Correct Answer
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Texas Code Enfor cement Officer Request for Duplicate Score Report

DIRECTIONS: Y ou may use this form to request a duplicate score report. Please print
or type dl information on the back of this form. Be sure to give dl information and include
correct feg(s) or the request will be returned.

FEE: $10 for scoreslessthan two yearsold.
$25 for scores mor e than two yearsold.

Please enclose certified check or money order made payable to “Promissor Processing
Center.” Do not send cash. Write your Promissor ID# or Social Security Number on your
paymen.

SEND TO: Texas Code Enforcement Officer
Duplicate Scor e Request
PO Box 8588
Philadelphia, PA 19101-8588

AMOUNT ENCLOSED:
$

Please complete the following form with your current name and address. All infor mation
must be complete and accurate to ensure proper processing.

Name

Street

City State Zip

Tel.

If the above information at the time you were tested, please indicate original
information:

Name

Street

City State Zip
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Tel.

Date test take molyr State in which test was
taken

| hereby authorize Promissor to send me a duplicate of my score report at the address
above.

Y our
signature Date
Texas Code Enforcement Officer
EXPro Fax Reservation Form
Last Name First Name M.I.

Street Address

City State Zip
( ) ( )
Telephone (Daytime) Telephone (Evening)
( )
Your Fax #
Social Security # Date of Birth

Today’s Date/Time

Candidate’ s Signature: By virtue of my signaturel verify | have been approved by the sateto takethe
Code Enforcement Officer Registration Exam.

Assessment Center Code

Choice#1 | Date AM PM

Choice#2 | Date AM PM




Choice#3 | Date AM PM

A confirmation of thisreservation will be sent to you within 24 hours of receipt of this
Fax Reservation Form.

FOR PROMISSOR USE ONLY

Reservation Confirmed for:
Test Date Time

Confirmation #

Promissor Assessment Center location Code

Late arrivalswill forfeit their reservations, will be considered absent, and will be responsible for the
entire examination fee.

Please refer to your Candidate Handbook for instructions on what to bring with you to the assessment
center on your examination day. Failureto present all of theseitemson examination day will result in your
being denied admission to thetest. See the Promissor Change or Cancel Policy for guidelines on how to
change or cancel an EXPro Reservation without penalty. If you call later than the policy guidelines
indicate, you will be responsible for the entire examination fee.

Promissor Fax # 1-(888) 204-6291
Promissor Holiday Test Exceptions

No testing will be conducted on the following holidays or holiday weekends:

New Year's Day I ndependence Day

Martin Luther King, J. Day Labor Day

President’s Day Thanksgiving Day/Weekend
Good Friday Chrigmas Eve

Easter Weekend Christmas Day

Memorid Day New Year’s Eve Day
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Texas Code Enfor cement Officer
Assessment Center Information Card

Code L ocation Schedule

4407 Arlington Tuesday through Saturday

4421 Augtin Wednesday, Friday and Saturday
4412 Corpus Chridi 2" & 4" Saturday

4402 El Paso Friday and Saturday

4422 Houston Tuesday through Saturday

4408 L ubbock Saturday

4423 San Antonio Saturday

Locations and schedules are subject to change.
No testing on national holidays or holiday weekends.

Cancdlations & Delays

Test administrations will be delayed or cancelled only in emergencies. If severe wegther or a
natural disaster makes the Assessment Center inaccessible or unsafe, the test administration may
be canceled.

Itisessentia that candidates are notified of a cancellation or delay as early aspossible. Listed
below are the cal letters and frequencies of local radio stations that will announce information
regarding testing delays and cancellations.

Test Center L ocation Call Letters Freguency
4421 Audtin KPEZ 102.3 AM
4412 Corpus Chridti KEYS 1440 AM
4402 El Paso KROD 600 AM
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4422 Houston KTRH 740 AM

4408 Lubbock KLLL 96.3 FM/1590 AM

4423 San Antonio KTSA 550 AM
Registration

Once you have received gpprova to test from the Texas Department of Hedlth, you may call to
make an examination reservation. To make areservation for the Code Enforcement Officer
Examination, call Promissor at 1-(800) 470-8753, Monday through Friday 7 am. — 10 p.m.
(Centra Time), Saturday 7 am. — 4 p.m., or Sunday 9 am. — 3 p.m. to schedule your
examination reservation.

Record the Confirmation Number that the Customer Care Associate givesyou. Y ou will need
this number to be admitted to the Assessment Center on examination day.

Confirmation Number

Exam Date

Assessment Center Location

Candidates are permitted to take the examination three (3) times. If acandidate failsthe
examination athird time, he/she must retake the Basic Code Enforcement Officer course. The
candidate must regpply to the sate for aletter of digibility. Only after recaiving the letter of
eigibility may the candidate contact Promissor to make an examination reservation. Contact the
CEO program for details.

What to Bring

The testing fee must be made payable to “Promissor” in the form of a certified check, cashier’s
check, or money order. Cash or personal checkswill NOT be accepted. On the day of
the examination, you mugt bring:

1. Your Confirmation Number;

2. Two (2) forms of sgnature-bearing identification (one must be photo-bearing);

3. Examingtion fee; and

4. Your digibility letter from the Texas Department of Health, Code Enforcement
Officer Regidration Program.

Texas Department Of Health
Code Enfor cement Officer Registration Program
1100 West 49" Street
Audtin, Texas 78756-3183
(512) 834-4512
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